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2025-2026 
Work Study Position Description 

• 
3028 Lindbergh Ave. Bellingham, WA 98225 • (360)752-8351 • fax (360)752-7151 • FinAid@BTC.edu 

 
 
 
 
 

Department: _______________________________ 
Position Title: ______________________________ 
Bellingham Technical College  
Address: 3028 Lindbergh Ave. Bellingham, 98229 

Supervisor: ________________________________ 
Supervisor Contact: _________________________
   
Site Supervisor: _____________________________ 
Site Supervisor Contact: ______________________ 

Schedule Guidelines:  
 
• Work Study employees may not exceed the wages 

and hours referenced in the referral. 
• 15-minute break per 3+ hr shift  
• After consecutive 5hrs, ½-hour lunch required  
• Hours must be submitted and approved by supervisor 

by payroll deadlines 
• Employment subject to continued eligibility 
• See referral for additional details 

  
I. EDUCATIONAL BENEFITS TO BE DERIVED BY STUDENTS IN THIS JOB: 

 

 

 

 

 

II. SUMMARY OF JOB:  

 

  



2 
 

 

  III. MINIMUM QUALIFICATIONS:  

   

 

 

 

 

 IV.  AVAILABILITY REQUIREMENTS OR EXPECTATIONS: 

 

  

 

 

 

 

V. TYPICAL EQUIPMENT USED:  

 

  

 

VI. PHYSICAL REQUIREMENTS: 

Sitting:   Walking:   Bend at waist:   Climbing Ladders Stairs:  

Standing:   Crawling:  Kneeling/squatting:   Reach above shoulder:   

Pushing/pulling:   Lifting (up to 50 lbs.):   Carrying:   Repetitive arm/hand 
movements:  

 

 

VII.  ADDITIONAL NOTES: 

 

 

 

 

********************SFR Office Use Only******************** 

Job Title: ______________________________ Department: ____________________ Rate of Pay: $_________/hour 

Job Class Code: WS__________ Work Study Administrator: Joy Hicks, JHicks@BTC.Edu, 360-752-8460 

 
Compensation & Work Schedule:  
Effective _____________________ the hourly pay rate is _______. 
Additional benefits include some paid sick leave in accordance with Washington State law and Initiative I-1433.  
Sick leave is accrued at 1 hour for every 40 hours worked. Employee Assistance Program (EAP), a free counseling & referral 
program. Potential flexible schedule. No additional benefits.  


	Position Title: Assessment Center Student Assistant
	Supervisor: Chloe Delestrez
	Supervisor Contact: CDelestrez@btc.edu
	Site Supervisor: Rowan Salton
	Site Supervisor Contact: RSalton@btc.edu
	Sitting: x
	Walking: x
	Bend at waist: x
	Climbing Ladders Stairs: 
	Standing: x
	Crawling: 
	Kneelingsquatting: x
	Reach above shoulder: 
	Pushingpulling: 
	Lifting up to 50 lbs: 
	Carrying: 
	Repetitive armhand movements: x
	Job Title: Teaching Aide
	Rate of Pay: 19.22
	Job Class Code WS: 4419
	the hourly pay rate is: $19.22
	EDUCATIONAL BENEFITS TO BE DERIVED BY STUDENTS IN THIS JOB:: - Develop professional communication skills by assisting a diverse range of students, staff, and community members.

- Gain hands-on experience with organizational tasks, computer systems, and testing software.

- Complete Pearson Certification and assist with delivering a variety of industry and academic exams.

- Receive training in confidentiality, security, and ethical standards.

- Build accountability and independence through exposure to proctoring responsibilities with supervision. 

- Develop empathy and patience by supporting test-takers experiencing stress or anxiety.

- Strengthen transferable skills in customer service, problem-solving, and office operations applicable to future academic and career opportunities.
	Summary of Job: 

This role provides essential support in maintaining a professional, secure, and welcoming testing environment for students, faculty, and community members. This position assists with daily operations such as cleaning and preparing testing stations, greeting and directing guests, and supporting test delivery. With training and certification, the Work Study Student may also assist with proctoring make-up exams, helping to expand the Assessment Centers capacity and improve service to the campus community.



Key Responsibilities

-Greet and assist visitors to the Assessment Center, providing directions, information, and a welcoming first point of contact.

- Support crowd control during high-volume testing sessions.

- Clean and reset testing stations between users, ensuring all areas meet hygiene and security standards.

- Assist staff with test delivery processes; with Pearson Certification, log testers onto computer-based exams.

- Provide clerical and organizational support, including preparing supplies, filing, and maintaining stock of materials (e.g., scratch paper, pencils, calculators).

-Assist with proctoring make-up exams under staff supervision, including monitoring test-takers, enforcing rules, and maintaining exam security.

- Adhere to confidentiality, integrity, and professional standards consistent with Assessment Center policies and national testing regulations.


	MINIMUM QUALIFICATIONS: - Reliable and punctual; able to consistently attend scheduled shifts.

- Strong interpersonal skills with the ability to communicate clearly and respectfully with students, staff, and community members.

- Comfortable working in a quiet, structured, and professional environment.

- Ability to follow detailed instructions, policies, and procedures with accuracy.

- Basic computer literacy (e.g., logging into systems, navigating software, printing documents).

- Attention to detail when preparing work areas, handling materials, or assisting with exam delivery.

- Willingness to complete training, including Pearson Certification. 

- Commitment to adhering to strict policies, security protocols, and procedures related to testing expectations. 

- Patience and empathy when interacting with test-takers, including an understanding of the stress and anxiety that can accompany testing situations.
	AVAILABILITY REQUIREMENTS OR EXPECTATIONS: Availability: 

- The Assessment Center is open Monday–Thursday, 8:30 a.m.–4:30 p.m.

- Work Study hours will typically be scheduled between 9:00 a.m.–4:00 p.m.

- The AC is generally closed on Fridays. However, there will be Friday opportunities (about 3 per month) to assist with make-up exams ( typically two Fridays from 9:00 a.m.–12:00 p.m. and one Friday from 1:00–4:00 p.m.) 
	TYPICAL EQUIPMENT USED: - Desktop computers and monitors for testing and administration

- Testing software platforms (including Pearson VUE systems, with training)

- Printers, scanners, and copiers for exam materials and documentation

- Telephone for internal and external communication

- Office supplies such as calculators, scratch paper, pencils, and cleaning materials

- Secure storage cabinets for exam materials
	ADDITIONAL NOTES: - The Assessment Center is a quiet space; talking, phone use, and other distractions should be limited during testing sessions.

- Students must demonstrate understanding and patience when working with test-takers and community members, many of whom may experience stress or anxiety.

- Work Study students support proctors and staff, but do not make independent testing decisions; all exam-related questions should be directed to staff.


	Department: Instruction 
	Effective date: 07.01.2025


